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INTRODUCTION 


This guide has been designed to assist you with the preparation of an 
application for funding for a Canada Community Development Projects 
proposal. Please read it thoroughly before completing the application 
form. For additional information and advice regarding your application, 
you may wish to contact the Employment Development Branch office and ask 
to speak to the project officer responsible for your area (see the 
Provincial/Territorial Insert Sheet for the office nearest you) or the 


nearest Canada Employment Centre (CEC). 
PROGRAM INFORMATION 


Communities in Canada experience high unemployment at various times 
of the year. Canada Community Development Projects, introduced in 1980, 
is one of the options that the federal government has developed to 
create jobs which enable unemployed persons to use their skills in work 


that has continuing and genuine value to the individual and the community. 


This program is designed to support local organizations in the 
development and management of activities that will create short-term 
employment opportunities. Proposals for this program should demonstrate 
that they will create new jobs at the time of highest unemployment in 
the area in which they will operate. The activities undertaken should 
provide employment in specific, identified types of activity generally 
supportive of broader national and regional priorities (see Provincial/ 
Territorial Insert Sheet for more specific identification of priorities). 
Where possible, the activities should contribute to maintaining or 


increasing the number of ongoing employment opportunities in the area. 


In addition, they should require skills which are readily available 
among or can easily be acquired by unemployed persons in the area. If 
you are uncertain of unemployment levels in your community and of the 
skills possessed by the unemployed in your area, you should consult the 
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SPECIAL EMPLOYMENT MEASURES 


Canada Community Development Projects provide a setting in which 
special measures to redress imbalances or inequalities in the availability 
of employment opportunities to particular identified groups can be 


taken. 


For this reason, the Minister has designated the Canada Community 
Development Projects as a program whereby employment disadvantages that 
are suffered by women, youth, native people or persons with physical 


disabilities can be reduced. 


For the purpose of the program, Native people are considered to be 


Status Indians and Inuits, Métis and Non-Status Indians. 


In submitting your application under this program you will be asked 
to consider the extent to which, in hiring for your project, you can set 
goals for the participation of suitably qualified members of these 


groups. 


Given that 1981 is the International Year of Disabled Persons, 
particular emphasis should be placed on services for the handicapped 
person as well as project activities suitable for the employment of the 


handicapped. 


In the assessment of proposals for funding under the program, 
consideration will be given to the extent to which potential employers 


indicate an intention to provide employment opportunities to qualified 


members of these groups. The hiring plan, which is part of the program 
application must therefore be completed by all potential sponsors. 


WHAT KINDS OF PROPOSALS IS THE PROGRAM LOOKING FOR? 


Proposals which: 


- relate to the types of priority activities identified on the 


Provincial/Territorial Insert Sheet; 
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are supportive of special employment measures; 

create jobs that meet the requirements of the locally unemployed 
and that will either maintain or increase their skills; 
demonstrate that the employment to be created and the activities 
proposed are in addition to the normal, ongoing or planned 
responsibilities of the sponsor; 

create activities which would maintain or increase the number 

of ongoing employment opportunities in the area; 

normally create a minimum of three continuing jobs; 

demonstrate that they can be completed in the proposed 
time-frame; 

are of a non-profit nature; 

do not require more than an average of $20,000 per 

month for each month of project operation; 

are prepared to utilize the services of a Canada Employment 
Centre to hire employees who are unemployed and actively 


seeking work through a CEC. 


WHAT KINDS OF PROPOSALS WILL NOT BE CONSIDERED FOR FUNDING? 


Proposals will be considered unacceptable if they: 


require employees whose skills are in demand in that locality; 


create a need in the community that will cease to be responded to 


at the termination of funding; 


are designed to’enhance the value of private property; 


provide facilities or services that duplicate or compete with 


those existing at present; 


the hiring plan part of the application form is not completed. 


WHO MAY SPONSOR AN APPLICATION? 


Applications may be sponsored by established organizations such as 


community development associations, service organizations, co-operatives 


and Band Councils, and by municipalities where the province is in 


agreement. 
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An established organization is defined as one which has ordinarily 
been in operation for more than six months, has been involved in a 
community activity and has a community-based membership with elected 


OfLicialse. 


Individuals and newly formed groups may be considered eligible for 
sponsorship where there are insufficient established organization 


sponsors. 


Universities and community colleges are eligible to sponsor activities, 


as are businesses and partnerships. 


Federal and provincial government departments and agencies are not 


eligible to sponsor activities. 


WHEN DO YOU APPLY? 


See the Provincial/Territorial Insert Sheet for the application 
deadline and the address where the completed application should 
be mailed. Applications must be postmarked no later than the date 


indicated. 


Since the information gathering process may be time consuming, 


please submit your application as early as possible. This will allow 


enough time to contact you in order to resolve any difficulty that there 


may be with vour application. 


WHAT HAPPENS TO YOUR APPLICATION? 


When your completed application form is received at the Employment 
Development Branch office, a copy will be made and returned to you to 
acknowledge receipt of the application. The copy will show your project's 
number which should be quoted in any subsequent communication with the 
Canada Employment and Immigration Commission. 


Where appropriate, copies will be sent for review and comment to: 


= the Canada Employment Centre serving your area; 
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= the Member of Parliament representing the constituency 
in which the project will take place; 
- the provincial government; 


- other interested federal departments. 


In constituencies where the Member of Parliament decides to have 
proposals assessed by an advisory board, copies of the application will 


also be Sent to Ehe members of tEhis board. 


THE APPROVAL OF ALL PROJECTS WILL BE THE RESPONSIBILITY OF THE 
MINISTER OF EMPLOYMENT AND IMMIGRATION. 


SINCE COPIES OF YOUR APPLICATION WILL BE MADE, IT IS TO YOUR ADVANTAGE 
TO ENSURE THAT THE APPLICATION IS TYPED OR WRITTEN WITH A PEN USING DARK 
INK. 


HOW WILL YOU BE INFORMED ABOUT PROJECT APPROVAL OR REJECTION? 


Approval or rejection of your application will be made known to you 
as soon as possible. Please allow enough time for the necessary review 
of your proposal. Repeated inquiries to the Commission will not speed 
up the assessment process. If your project is approved, you will be 
advised immediately by the Commission and the starting date confirmed. 
If your project is not approved, you will receive official notification 


in writing from the Employment Development Branch office. 


DO NOT ASSUME THAT YOUR PROJECT IS APPROVED UNTIL YOU ARE SO NOTIFIED 
BY THE CANADA EMPLOYMENT AND IMMIGRATION COMMISSION. ANY EXPENDITURE 
INCURRED BEFORE THE APPROVED PROJECT START DATE WILL BE YOUR OWN RESPONSIBILITY 
UNLESS IT HAS BEEN AGREED TO IN WRITING IN ADVANCE BY YOUR EMPLOYMENT 
DEVELOPMENT BRANCH PROJECT OFFICER. 


WHAT HAPPENS IF YOUR PROJECT IS APPROVED? 


If your project is approved, you or your organization will become a 
project sponsor and, as such, an employer with full employer's responsibilities. 
You will be required to sign an Agreement with the Canada Employment and 


Immigration Commission and when this is returned signed by you, a 
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cheque to cover approximately three months' operation of your project 
will be mailed to you. Further payments will be made monthly based on 


monthly reports submitted by you to the Commission. 


To assist you with your project's operation an Employer Handbook 
will be provided outlining in detail the specific responsibilities of a 


sponsor. 


You will be required to utilize the services of your local Canada 
Employment Centre which has the responsibility to identify, from among 
the people registered with the CEC and actively seeking work for eight 
weeks or more, those who most closely match the requirements of your 
hiring plan and to refer them to the project. 


WHEN MAY A PROJECT OPERATE? 


Consult your Provincial/Territorial Insert Sheet for the dates 
within which projects may begin to operate. Should it be necessary for 
your proposal to start prior to the earliest date noted, the reason 
should be stated on your application. Projects will ordinarily be 
supported for up to 12 months. For construction and construction-—- 
related projects, activities may operate, as appropriate to requirements, 
for a maximum of 18 months. In no case however, may a project operate 


beyond March 25, 1983. 


WHAT IS THE MINIMUM SIZE OF A PROJECT? 


The minimum length of a project's operation should be eight weeks. 
It should provide for a minimum of three continuing jobs (including 
where applicable, a working sponsor) except for an initial period of up 
to two weeks after the start date to organize the project, and up to two 


weeks before the end of the project to close down. 
WHAT IS THE ALLOWABLE FEDERAL CONTRIBUTION TO A PROJECT? 
The federal contribution to a project is based upon a contribution 


to the wages of those who work on the project and an allowance to cover 


certain expenses and employee benefits related to the project's operation. 
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For further details refer to the explanation contained in Part IV 


of this guide with respect to the Calculation of Federal Contribution. 


Any revenue earned during the term of the project first must be 
applied to reducing the cost of the project and then to reducing the 
federal contribution to project costs. Should it be demonstrated that 
revenues will be used to provide for the continuation or generation of 
employment opportunities or to ensure the continuity of the project's 
activities after the termination of the federal contribution, it may be 
possible, at the Minister's discretion, for the employer to retain all 
or part of these revenues. Should you intend to request the retention 
of earned revenue, it will be necessary to provide this information when 


submitting your application. 


Any capital assets purchased with federal funds must be disposed of 


at the end of the project in a manner acceptable to the Minister. 


COMPLETING THE APPLICATION FORM 


The Canada Community Development Projects application form consists 
Giasix pares meraruer rerers to applicant aintormation; Part. Ll reters to 
project information; Part III is the budgeting worksheet; Part IV 
concerns the calculation of the amount of federal contribution requested; 
and the Hiring Plan which indicates your intention to hire qualified 
members of disadvantaged groups; Part V relates to additional pertinent 
information required about your proposed project; Part VI deals with 


information about tHe constituency and location of the project activities. 


Each part of the application form is explained in greater detail on 


the following pages. 


PART 1 APPLICANT INFORMATION 


Question l 


State the full name and address of the organization submitting the 


application. If you are applying as an individual you should, in 


addition to your name and address, provide a covering letter which 
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outlines your reason for so doing. Your letter should also indicate 
which established organizations you contacted to act as sponsor of the 


project and their reasons for not wishing to do so. 


Question 2 


If your organization is an incorporated body, please provide the 
charter/registration number and the date it came into effect. If, 
however, your organization is not incorporated, please provide a covering 


letter which includes the following information: 


- the length of time your organization has been in 
existence; 

- the names and positions of your elected officers; 

- the number of members; 

- community activities with which your organization is 


involved. 


Question 3 - 4 


Provide the names of two contact persons who will be responsible 
for providing any further information which may be required and for 
receiving correspondence on the project proposal. These persons should 


be thoroughly familiar with the project proposal. 


PART 11 PROJECT INFORMATION 


- please try to keep the project name to no more than eight 
words; 

- provide in detail the activities to be undertaken and 
benefits to be provided by your project; 

- indicate to the best of your knowledge the starting and 


finishing dates of your proposed project. 


PARTSEEL BUDGETING WORKSHEET 


This section is used to calculate your project's expected wages and 


expenses. The upper half of the worksheet is for calculating the expected 
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wages of all persons working on the project. The lower half is for 
calculating all other expected project costs. All figures in your 


calculations should be rounded off to the nearest dollar. 


WAGES 


Every project employing 3 or more people must have a manager. If your 
project will employ a person for this purpose, who is not already employed 
by your organization, complete the first column and the first entry 
"Project Manager''. List the different types of workers necessary for 
your project in the first column and the number of each type of worker 
in the second column. The next 14 columns are used to indicate the 
months of project operation and the number of weeks that will be worked 
in each month of operation. Begin by entering the date on which you 
wish the project to start in the first of these monthly columns. For 
example, if you wish the project to start as of 8 December you would 
begin by writing "8 December" at the head of the first monthly column. 
The four shaded columns are only to be used should your project extend 
past 52 weeks, in which case you must consult the Employment Development 


Branch office nearest you. 


Enter underneath the date in the same space, the number of complete 
weeks to be worked by all project participants in the first month. 
Because each calendar month does not divide up evenly into weeks, you 


will have to assign a number of weeks to each month. 


Continue along the top of the sheet in the same way, filling in the date 
of the start of the first week of the month and entering the number of 
weeks to be worked by all project participants in that month. If your 
project will not be operating for the full month, enter the actual 


number of weeks to be worked in that month. 


You are now at the point of calculating the number of weeks that will be 
worked in each month. This is done by multiplying the number of workers 
by the number of weeks they will work. Do this for each month of your 
project, then total the work weeks both vertically and horizontally 


entering the total in Box C. 
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There may be a problem where different numbers of workers, of the same 
occupational type, work at different times on the project. You will 
have to use a separate line in the "Type of Worker" column for different 
groups of the same type of worker if some of them are going to be 


employed for a different length of time than others. 


Next, insert the weekly wage rate that you expect to pay each type of 
worker in the "Weekly Wage Rate" column. Note that wages paid to 
project workers must not exceed the locally prevailing wage rate for 
each occupation as determined by the Canada Employment Centre, and must 
not be below the provincial/territorial minimum wage rate. Refer to the 


Provincial/Territorial Insert Sheet provided with your application. 


Now multiply the total work weeks for each type of worker by their 

weekly wage to calculate the wages for each type of worker. Write the 
Project Manager wages in box E and the total of the other workers' wages 
in box F. Box G is the total wages for all workers including the manager 


(En +4 EF.) 


Check all your figures and proceed to the lower section of the form to 


calculate all other expected project expenses. 


OTHER EXPENSES 


This section is provided for listing the other expenses which will be 
incurred in operating the project. The normal types of expenditures 
which a project incurs are shown in the first column, but others may be 
added if necessary to meet the requirements of your particular proposal. 
A contribution of up to $40 per work week is allowed to help towards 


these costs. 


To complete the Other Expenses section, list expected expenses in each 
month for each expense category. Material or equipment costs should be 
included in the miscellaneous category. Note that Employee Benefits may 
be calculated precisely or estimated as a percentage of Gross Wages. 

The applicable percentage for calculating Employee Benefits is given on 


the Provincial/Territorial Insert Sheet. 
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Add vertically to arrive at monthly totals and horizontally to arrive at 
a total for each expense category. Write Total Other Expenses in box 


D. 
ADDITIONAL COST ALLOWANCE 


Proposals for construction and construction-related activities and those 
for which equipment is vital to the operation of the project and those 
which require the service of workers with special skills may be considered 
for an additional contribution of up to $40 per work week where the 
normal provision for other expenses is insufficient to cover these 

costs. To be considered eligible for this additional allowance, the 


proposed project activities must relate to: 


(a) construction; 

(b) work done on buildings, such as renovation and repair; 
(c) land repairs, fences, gates, etc.; 

(d) improvement of the environment; 

(e) energy conservation; 

(f£) equipment vital to the operation of the project; 

(g) personnel with special skills vital to the operation 


of the project. 


If you are applying for the Additional Cost Allowance, list the requirements 
(materials, equipment, special skilled workers) in the space indicated. 


s 
Box H is for the total cost of the materials, etc. 


You have now completed the Budgeting Worksheet and will use the totals 


in boxes A, B,°G,, Ds, bs &. and H for calculating the rederal” contribution. 
PAR TSE CALCULATION OF FEDERAL CONTRIBUTION 


To calculate the Permissible Federal Contribution to your project, 
complete this section using the data from your completed Budgeting 
Worksheet and the Provincial/Territorial Insert Sheet. The process of 
arriving at a permissible federal contribution to your project requires 
that expected wages be compared to the maximum allowable contribution to 


wages and that expected expenses be compared to the maximum allowable 


contribution to expenses. 
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Begin by calculating the Project Manager wages. 


PROJECT MANAGER WAGES 


In column 1 write the proposed number of work weeks that the manager 


will work (box A Budgeting Worksheet). 


In column 2 write. the weekly federal contribution toward the wage for 
the manager. This may be the maximum allowable contribution toward the 
weekly wage quoted for the Project Manager on the Provincial/Territorial 
Insert Sheet, based on a 40 hour week or a lesser pro-rated amount if 
the work week will be less than 40 hours. If you are not yet certain as 
to the hours of work for the occupations on the project, you should 
calculate this column on the basis of the maximum allowable federal 
contribution and an adjustment will be made when approved projects are 


contracted. 


Multiply the number of work weeks proposed in column 1 by the weekly 


wage in column 2 and write this figure in column 3. 


In column 4 write the proposed Project Manager wages from box E of the 


Budgeting Worksheet. 


In column 5 write the lesser of column 3 or column 4. This is the 


allowable contribution to the Project Manager wages. 


Now calculate the allowable contribution to the Other Project Workers' 


wages. 


OTHER PROJECT WORKERS' WAGES 


In column 1 write the proposed number of work weeks that the other 


project workers will work (box B Budgeting Worksheet). 


In column 2 write the weekly federal contribution toward wages for other 
project workers. This may be the maximum allowable contribution toward 
weekly wages quoted for Other Project Workers on the Provincial/Territorial 
Insert Sheet, based on a 40 hour week or a lesser pro-rated amount if 


the work week will be less than 40 hours. If you are not yet certain as 
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to the hours of work for the occupations on the project, you should 
calculate this column on the basis of the maximum allowable federal 
contribution and an adjustment will be made when approved projects are 
contracted. Multiply the number of work weeks proposed in column 1 by 


the weekly wage in column 2 and write this figure in column 3. 


In column 4 write the proposed wages for Other Project Workers from box 


F of the Budgeting Worksheet. 


In column 5 write the lesser of colum 3 or column 4. This is the 


allowable contribution of the Other Project Workers' wages. 


Now calculate the allowable contribution to Other Expenses. 


OTHER EXPENSES 


In column 1, in the box indicated, write the Total Work Weeks for the 


project as a whole. This is found in box C of the Budgeting Worksheet. 


In column 2 is written $40. Multiply the number of proposed work weeks 


in column 1 by $40. and write this result in colum 3. 


In column 4 write the proposed other expenses from box D of the Budgeting 


Worksheet. 


In column 5 write the lesser of column 3 or column 4. This is the 


allowable contribution to Other Expenses. 


If you are not applying for the Additional Cost Allowance leave the next 


section blank. 


ADDITIONAL COST ALLOWANCE 


Multiply the Total Work Weeks by $40 as in calculating column 3 for 
other expenses. In column 4 write the proposed costs from box H of the 


Budgeting Worksheet. 


In column 5 write the lesser of column 3 or column 4. This is the 


allowable Additional Cost Allowance. 
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SUB-TOTALS 


Inaboxilewsttenthestotal, off.column4., Dm.box, 20 write, thetotaliot 
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REVENUE FROM OTHER SOURCES 


In the space provided list the sources and amounts of revenue your 
project will receive from other sources. Next write the total revenue 
from other sources in box 3 of column 4. In box 5 of column 4 write the 


net project costs: box 1 minus box 3. 


PERMISSIBLE FEDERAL CONTRIBUTION 


In box 4 write the Maximum Federal Contribution. This amount should be 
calculated by multiplying the number of months or part months that the 
project will operate by $20,000 e.g. for a project operating from 
November 9th to May 7th the maximum federal contribution will be 6 x 


$20,000 = $120,000. In no instance should this total exceed $360,000. 


In box..6 of columns 5. write: the.Total Allowable Contribution fromeboxs Z 


above. 


In box 7 write the Permissible Federal Contribution which is the lesser 


of ,poxesHG, 5.406e0. 


HIRING PLAN 


As stated in the "Special Employment Measures" section, a factor in the 
assessment of proposals for funding under this program will be consideration 
of the extent to which you, as a potential employer, indicate an intention 

to follow a hiring plan which forms a part of the application and which 
would contribute to redressing imbalances or inequalities in the availability 
of employment opportunities for women, youth, native people and physically 


disabled persons. 
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You are asked to consider the hiring goals of your project and to indicate 
the number of jobs which you would aim to staff with qualified members 

of the respective groups. The Provincial/Territorial Insert Sheet 
contains information regarding the general employment profile of these 
groups in your province/territory and may be of assistance to you in 
determining the hiring goals appropriate to your project. You will note 
that the sum of the numbers can exceed the total number of jobs created 

by the project because of the fact that there may be overlaps between 


the various groups (e.g. a young native person or woman, etc.). 


PART V ADDITIONAL INFORMATION 


Question 1 


Give a brief description of each type of job which will be created. 


Indicate how these jobs relate to the type of unemployment in your 


area. 

Question 2 

Briefly state if the activities of your project will contribute either 
directly or indirectly, to maintaining or increasing the employment 
opportunities in your area. 

Question 3 

The insert sheet relating to each province and territory lists the 
priorities relating to the program. List the priorities which most 
closely match the activities of your project. 

Question 4 

Identify the Canada Employment Centre through which project employees 
will be hired. Should the activities of the project take place in more 


than one location, indicate the location of each of the Canada Employment 


Centres through which employees will be hired. 
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Question 5 


Projects may be interrupted and restarted to coincide with employment 
patterns and unusual weather conditions. If you anticipate at this time 
that you may need to interrupt and restart your project you should 


clearly indicate your reasons. 


Question 6 


Proposals indicating that a community dependency will be created which 
will not be responded to after termination of funding will not be considered. 
It is therefore important, if your project proposes services that will 
be continued or facilities that will require maintenance after funding 


ceases, that you explain how you will provide this. 


Question 7 


Should you or your group have received funds in the past from similar 
programs of the Canada Employment and Immigration Commission (Department 
of Manpower and Immigration), or other federal or provincial departments 


or agencies, please indicate in this section. 


PART V1 CONSTITUENCY INFORMATION 


As funds for the Canada Employment Program will be allocated on a 

constituency basis it is essential that the exact location in which your 
proposed activities will take place be clearly stated. NOTE THAT THE 
CONSTITUENCY WILL BE DETERMINED BY THE LOCATION OR ADDRESS WHERE THE 
ACTIVITIES WILL TAKE PLACE, AND NOT THE ADDRESS OF THE SPONSOR. If the 
activities will in fact take place in more than one constituency give 

the name of the constituency in which the bulk of the activities will 

take place. If you are not able to identify one constituency, you 

should submit separate and complete applications for each of the constituencies 


in which the activities will take place. 


State the name of your federal Member of Parliament. 


erg Hey: 


Pas type 


If your proposal is being submitted in more than one constituency, 


please identify them. 


AFTER COMPLETING THE APPLICATION FORM: 


1. Check all your calculations to ensure accuracy. 

2. Ensure that you have completed your hiring plan and any other 
documentation required to complete your application. 

3. Mail your completed application form to the Employment Development 
Branch office serving your province or territory (see the Provincial/ 


Territorial Insert Sheet for the appropriate address). 
IMPORTANT 
APPLICATIONS MUST BE POSTMARKED ON OR BEFORE THE DATE INDICATED ON THE 


PROVINCIAL/TERRITORIAL INSERT SHEET. APPLICATIONS RECEIVED WITH POSTMARKS 
AFTER THIS DATE WILL NOT BE ACCEPTED. 
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